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Introduction 

Finding a job can be tricky. Use 
this book to plan your job search 
safari. You'll learn how to write a 
resume, how to approach potential 
employers, and what to think 
about before you say yes" to a job 
offer. So put on your pith helmet 
and start down the jungle 
path...ifs the Jungle Survival 
Guide II! 



Plan Your Safari 




Need a job? You can find one. 
An effective job search follows a 
pattern, from deciding what kind of 
job you want to saying "yes" to a 
job offer. This book can help you. 

So. decide what kind of job you 
want. Everybody is good at 
something, and you are much 
mo^e likely to enjoy and be 
successful with a job you are good 
at. Take some time before your 
actual job search to think about 
and set some career goals. Even 
if you are only looking for a pan- 
time job while you are in school, 
you can try to choose work that 
will relate to your lifetime career 
goals. For example, if you think 
you might want to be an 
elementary school teacher, a part- 
time job with a day care center will 
give you valuable experience that 
relates directly to your long-term 
goals. Future employers will see 
that you have relevant experience, 
and this can give you an 
advantage over other competitive 
applicants. In the same way, if 
you are interested in a career in 
business or hotel and restaurant 
management, you might want to 
try work In a regular or fast-food 
restaurant. Many fast-food 
restaurants will rapidly promote 
good workers into team or shift 
lead positions, which will give you 
some idea of the type of 
responsibility a manager in 
business may have. It will also 
help develop your deciston making 



ability and your ability to work with 
others as part of a team. Both 
characteristics are highly desired 
by today's employers. 

So, take some time to think 
about what you might like to do. 
identify what you are good at and 
evaluate your Interests, ne^s, and 
abilities. Examine some career 
alternatives. For example, you 
may have always dreamed of 
being a doctor, but you are not 
really interested in attendiiig 
school for many yeara after high 
«:hool graduation. Or you dont 
feel you can afford the expensh/9. 
long range tuition. Think about 
other careers that may fulfill your 
ne^. If you are interested in 
helping others, why not think of 
being a nurse? This involves two 
to four years of (Allege, and tiiere 
is a growing dcnand for skilled 
nurses (and the pay is excellent for 
this level of education). Or 
investigate being a nurse's aide or 
orderly. Training programs are 
wklety available at community 
colleges and vocattonal/technical 
schools. H it is the technical side 
of medicine that interests you, 
consider being a medical 
technician or pharmacist. There 
are thousu.id8 of career choices 
available. Your guidance 
counselor or occupa^ionat 
specialist may be able to help. 

After you have decided what 
kind of Job you are interested in, 
you should evaluate your strengths 




and weaknesses. Why should an 
employer hire you? You need to 
be able to answer this question. A 
big fmn of any job ^arch Is 
convincing an employer that your 
experience, education, and 
personality are Just what they 
need. Take a few moments to jot 
down the skills or special abilities 
you have: 



Skills can be tangible ("I can type 
45 correct words per minute*) or 
i tangible ("I am a positive, 
cheerful person"). Writedown 
everything that you think might be 
important to an employer, 
including any previous work 
experience, whether paid (such as 
babysitting) or unpaid (volunteer 
work for a service club project, 
for example). 

Then, think about what you 
might need to improve. Are you 
often late to school? Being late is 
an easy way to get fired right 
away, even if you are excellent at 
your Job. Tardiness and 
absenteeism are unacceptable in 
the business world. Can you type? 
Most employers require at least 35 
correct words per minute. If 
lacking, work on your speed to 
bring it up. Your counselor or 
occupational specialist may have 



other suggestions to help your 
employabHIty. Ask them for help. 

Now. you are ready to begin 
your job search. Make sure ail 
your friends, teachers, your own 
parents, and your friend's parents 
know of your intent to find a Job. 
Most openings are filled through 
word-of-mouth - as many as 80%. 
So keep your e^ and ears open 
for Job leads. And get others to 
keep theirs of^sn for you. t(X>. 

Start with a resume. A resume 
is a written statement of your job 
objective, as well as a record of 
your educatksn and work history. 
It can t» simpi . but it must be 
neat and accurate. A good 
resume can give jwu a wmpetitive 
advantage over another applicant, 
even one with the same skills and 
experience as yourself. Also, a 
resume will have all your job 
informatton pulled together in one 
place, and will be a big help when 
filling out emplo^ent applications. 
You can attach a «>py of ^ur 
resume to a completed application 
form, to provide supplemental 
informatton to a prosfMctive 
employer. 

It is important the information in 
your resume is accurate and up-to- 
date. You may use a "personal 
fact sheet" to draft your resume. 
These fact sheets should contain 
all the information that is to be 
included in your resume and 
application. 
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Your RMume 

• Your career goal Of obiective 

• Your education and training 

• Your work experience 

• Volunteer experience 

• Your school skills and extra 
cunicular activities, if related to 
^r job search 

• References 

Your career goal is a general 
statement about what kind of job 
you are k>oking for. Keep this 
statement simple and not too 
sweeping: it Is important that an 
employer umter^and what you are 
interested in at a glance. 

Education nsmes next. Give the 
name of ^ur school and your 
graduation date, or your planned 
graduatbn date. Also, give any 
additional training you may have 
completed: a certified baby-sitter 
«)ur8e is offered by some 
hospitals and publk: libraries, for 
example, or you may be certified 
by the Red Cross in First Aid. 
CPR. or lifeguarding. Then, 
record your work history with the 
most recent job you have had. or 
the one you hold now. and work 
backwards. Give the dates you 
worked, and what you 
accomplished. Put yourself in a 
p(»ittve light and be honest. A 
new employer will probably check 
with previous employers and any 
Inaccuracy or excessive 
exaggeration will become evident. 
This will not hel( /ou in your job 
search. 

If you have no employment 
history, list volumeer or unpaid 
jobs you have done (presented 
pupFwt shows to young children, 
grocery-shopped for a disabled 
person, house-sat or cared for a 



neighbor's pet), anything to sh'. w 

have initiative and 
responsibiity. Descrito these 
activities just as you would a paid 
job. 

An optional category in a 
resume are awards and hobbies. If 
you have been awarded a collet 
scholarship, are an Eagle Scout, 
or are an officer in a service or 
academk: honors club, this is the 
place tu nute so. Also list hobbies, 
if you feel they may be of interest 
to a potential employer or relate to 
the kind of job you are interested 
in. 



Resuma Hints 

• People often do not read 
resumes; they skim them. Be 
brief and specific. 

• Write your resume to sell 
yourself to employers. 
Emphasize your strengths and 
accomplishments. 

• Emphasize your skills in dealing 
with people, running specific 
equipment, or other abilities that 
may t» useful in a particular 
job. 

• Make sure your resume is neat 
and error-free. Absolutely no 
typos or strike-overs. 

• Use wMe margins and spacing 
to make it easy to read. It's a 
good Idea to have your resume 
professionally printed. 

• Use actton verbs, such as: 
developed, designed, 
successfully, won, etc. 

• There are many excellent books 
that will help you develop a 
resume perfectly suited to your 
education and work experience. 
Check your school or public 
library. 



A Note About 
Refopences 

A refarence is a pwson who 
knowB you. and can recommend 
you to an emf^oyer. A reference 
should be 8om«>ne who knows 
enough about ^u to know the job 
you do. Of are capable of doing - 
once you are hirod. Make sure 
you ask ^ur referan'^ before 
listing him or her. both as a 
courtesy and to be sure that they 
taei they can give you a good 
reference. Feople are very honest 
when giving a recommendatton to 
othere. so make sure your 
references like you and respect 
the work ^u do. Teachere, former 
or present smpioyere, mintstere, 
an(f friends' parents are good 
people to ask. Avokl using fellow 
students, relatives, or iMople who 
do not know you as a reference. 
Ust referent on a separate 
sheet of paper, gi^ng name, title, 
mailing address and telephone 
number. You should have at least 
three references. Related to 
references is a tetter of reference. 
A letter of reference is a dated, 
signed letter describing what kind 
of person you are, and 
recommending you as an 
employee. A letter of reference . 
may be attached to your 
applicatk>n or resume, or t>e given 



to an empU)^r if they ask for a 
reference. They wilt prcriiably want 
your list of references as well, but 
a tetter of reference is a go(xj tool 
to use in your job ^areh. so it is 
msrth asking for om or more. 
Make sure you keep the original 
(K)py of the letter, and make 
duplicates from this original. This 
will keep the reproduction quality 
good and add to the professional 
appearance of your job search. 

If you are sanding your resume 
to many empioyera, you should 
probably wait until your interview 
to make references availatsle. in 
this way. you can match your 
refsrem^s to the specific job and 
employer. 

Sometimes a resume is all that 
an emptoyer sees before meeting 
you, so a weil*written, neat resume 
can improve your chances of 
getting an interview. Type or .vord 
process vour rwume, or pay a 
professional to prepare it for you. 

There are several good ways to 
write a resume. The two basic 
forms of resumes are the 
chronotogioai resume (job 
infOrmatfon and education 
an^nged by date with most recent 
first) and the functfonal resume 
(arranged by job skills from most 
to least im^rtant). Look o^^r the 
'sample resumes on the next few 
pages. 
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Chronological Resume 



WILUAM H. JOHNS 
1060 Oak Drive 
Orlando, Rorlda 32805 
(305) 555-9760 



CAREER OBJECTIVE 



EDUCATIONAL 
EXPERIENCE 



WORK-RELATED 
EXPERIENCE/SKILLS 

1M9i>re8ent 



1987-1989 



Seeking employment with a 
large architecturai firm as a 
drafting assistant, with 
opportunitim to advance to full 
drafter. 

Robin^n High, Tampa, 

1977-81, High School Degree, 
Pinellas Vo-Tech Institute. 
1981-89. Architectural Design 
Technology, AA 



Drafter's assistant, Pinellas 
County Road Department, 
Rorida. Drafted basic plans, 
lettered blueprints, and worked 
on several m^or county projects 
as an assistant. 

Copy carrier for Baker & 
Company, a large advertising 
agency In Tampa, Florida. 
Worked with many different 
kinds of people In a fast-paced 
environment. Learned through 
observatton the bastes of good 
layout and design. 



Rsferanoes avaUabte on request. 




FuncUmial Resume 



WILLIAM H. JOHNS 
1060 Oak Drive 
Oriando, Rorida 32805 
(305) 555-9760 



CAREER OBJECTIVE 



DRAFTING 
ASSISIANT 



COPY CARRIER 



EDUCATIONAL 



Re^XMnsible position as a 
drafting assistant, with potential 
to advance to drafter. 

Pinelles County Road 
Ctopartment. Pineilas County, 
Rorida. Drafted plans, lettered 
blueprints and wortcnJ on 
several major rounty projects as 
an assistant. t^M^resent. 

Learned basics of good design 
through ot>servation with a 
large, fast-paced advertising 
agency. Worked cooperatively 
with many Itinds of |»opte. on a 
variety of projects, while 
attending school full-time. 
1987-1989 

Associate of Arts. 1989, 
Architectural Design 
Technok^, Pineilas Vo-Tech 
institute. St. Petersburg. High 
School Diploma, 1987. 
Robinson High School, Tampa. 



Referancea avail&ble on request. 




Read your resume Cfirefuily, 
making sure the person it 
dMcribes (you!) looks like a good 
candidate for lots of jobs. Then, 
either type it or have it 
professkmatly typed or typeset. A 
handwritten n^me is not 
acceptable. A professkinaliy 
typeset resume gox\ be quite 
artistic, with different sizes and 
stylM of type, but a typed resume 
is fine. If you dont have your 
resume printed (prices begin at 
about $35.00 for 25 copies) be 
sure to keep ^ur original to use to 



make copies. Use glass cleaner to 
clean the glass plate of the copier 
before you begin. This will 
eliminate any smucSges and stray 
marks. You can use colored paper 
if you like, but be conservative. 
Stick to cream, tight grey or tight 
blue. No hot pink or bright green. 
This wilt indeed attention, but 
probably not the kind you want. If 
you your rraume printed, you 
may be able to buy m^ching 
envefot^ and blank sheets of 
paper for cover letters. But this is 
optional. Plain white paper is fine. 
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Setting Up A 
Poraonal Facto 
Shost 

A rv'sonal facts sheet is a piece 
of pAper gtvi'^c intormatlon about 
you that employers may need. 
T ou should write up a facts sheet 
before you begin to apply for Jobs. 
The sheet will help you fill In those 
hard-to-remember numbers, dates, 
addresses, and names on 
applications and in interviews. 



Hints 

• Work history - if you are still 
employed at a business, put 1o 
premnt" for date end^ 

• References - these are people 
you have known well for at least 
a ^ar, end who will recommend 
(say good things about) you. 
You should talk to them about 
being a reference for you before 
you list their name. 

References may Include: 
Teat^ers 
Counsetors 
Work supervisors 
Ministers 

Former Employers 

Adult friends . 

Other community leaders 

References should not Include: 
Parents 
Relatives 

Friends your own age 



PERSONAL INFORMATION 

Name: 



. Date: 



Address: 



City and State: Zip 

Social Security Number: Age: 

EDUCATION AND TRAINING (include volunteer experience, 
especially if you ha^ no paid experience): 

BEST OR FAVORITE SUBJECTS: 

EXTRACURRICULAR ACTIVITIES, (Particularly if they relate to a 
possible job. For example, working on the school yearbook or 
literary magazine is good related eroerience If you are seeking 
employmem in publishing).: 

HONOI^ AND A\/ARDS, (do you have a scholarship? Are you a 
member of a scholastic honor society?): 

REFERENCES 

Mr. Walter Smith, Manager. All State Advertiser, 4691 Ponce 
DeLeon Avenue, Tampa. Rorida 33622. (813) 466-9138. 

Mr. Bill Ryan. Instructor, Pinellas Vocational-Technical Institute. 
6100 154th Avenue North, Cleanfvater, Rorida 33520, (813) 
222-2219. 

Ms. Judy Adams. Coordinator. Planning Department. XYZ 
Company, 608 North Tampa Street, Tampa, Florida 3^2, (813) 
485-2181. 



OfffMlal Papers 
You May Need 

Birth Ctrtiflcatt 

Contact the health department of 
the ^nty where you were born or 
your state's re«)rd8 department, if 
you don*t havd yours. Make sure 
you have an official birth certificate 
with an embossed seal. A birth 
certificate from a hospital or 
baptismal certificate is not 
sufficient. 

Drhfer'8 License 

If you're 16 or over, apply at your 
Highway Safety and Motor Vehicle 
Driver's Ucense Division. You will 
take a written test as welt as a 
driving test. 

High School Diploma 

Pick up a copy of your diploma 
at the high school from whtoh 
you graduatml or at the school 
board office in the county where 
you graduated. Call first, to find 
out the cost. You may be able 
to have it mailed to you. 

or General Equivalency 
Diploma (GEO) 

if required by employer, call 
your county school t)oard office 
to find out how to take the test. 

Training Ctrtlftcate 

You will get this when you 
complete the requirements of 
your occupation, usually through 
a licensing board. An example 
is cosmetologist or licensed 
practical nurse (LPN). 
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Union Card 

Depends on xhe job: the 
employer will tell you. If you're 
a member, you may need to 
show proof that you're a 
member or that youVe paid your 
dues. Florida is a "right to 
work" state, which means you 
cannot tegully be forced to join 
a union before you can get a job. 



^ 

UNION MEMBER 



BLECTRICAU WORKERS 
OP AMERICA 





Try Time 
Etovan idem To 
Help You Rml 
Job Openings 

Keep in mind that ^ of ALL jobs 
are filled by word of mouth! So, 
talk to weryotiB you can about: 

• Your job needs 

• Your job skills 

• Where they work 

• What they tike and dislike about 
their jobs 

• What kinds of jobs are avaiiabie 

1. your schooTs/agency's 
placement and counseling 
service to help locate jobs, 
and to devetop good interview 
skills, and work habits. 
Racement and counseling 
offices maintain files on many 
different (»mpanies and usually 
post job openings. 

2. Tell friends, family, teachers, 
neighoors. and othsi* people 
you meet that you are looking 
for a job. An^ne can be a 
source for a job lead. 

3. Visit stores, shopping centers, 
or other businesses during their 
working day to find out about 
jobs. If you use the phone 
book to locate the places you 
want to visit, you can save time 
and money. 

4. Look at newspaper ads under 
the "Help Wanted' or 
"Employment Opportunities" 
sections. If ^u see a job that 
interests you. call or write the 
business listed as soon as you 



can. Remember other people 
will be reading the sds. tool 

5. Talk with fornier employee 
tecause they may know of 
tx}me relc^ jobs. If you were 
^ good worker for them, they 
may be able to rea}mmend v ju 
to other employsrs. 

6. Go to your tocal State 
Emptoyment Service office. 
The employment mrvice lists 
many jobs and will help you at 
no charge. You dont need an 
a^jpc^ntment. While there, you 
will fill out a fonn about your 
interests, eciucation, training, 
and work experierice. You can 
talk with an inter/iewer and 
may receive free testing and 
counMling. These tests can 
h^p yt)\i decide which jobs 
may best fit you. The 
counselor can then help you 
find job openings and give 
interviewing tif». 

7. Try private emptoyment 
^sncles if you are willing to 
pay someone to help you locate 
a job. The fee can vary; 
sometimes it can be a flat 
charge, but usually it is a 
percentage of your annual or 
monthly virage. Be very careful 
to read the ct.>ntract you will be 
asked to sign. Do not sign until 
you understand exactly what it 
sa;^ and you feel the agency 
will t>e able to find a job you 
like — not just the job it can 
get for you (and r^uire the 
payment of a fee). 
Occasionally, an employer will 
pay some or all of the fee, but 
this Is very rare in starter jobs. 
Usually only top executives and 
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highly skilled technical vvorlters 
are ^i)aid. 
8. Visit local, state, and federal 
government personnel offices. 
The telephone book can give 
you the names of these 
government agencies and the 
number of their personnel 
offices. Look :!> the white 
pages of the phc .ie book under 
your city or county name for 
local government ^ncies; 
"(Flortda). Stale of for state 
agencies; and "United States 
Govemmenf for federal 
agencies. Often a government 
department will have its own 
personnel office. If so, call only 
the personnel office numt^r for 
informatton on availat>le jobs. 

Many e^ncies offer a job 
line, as well. This is a recorded 
list of job openings that you 
can call from home. If you 
hear a lob fisting that sounds 
interring, omtact the 
personnel office to see what 
you need to do to apply. A 
'closing date' is usually part of 
a state or federal job 
advertisement. This ii the last 
day you can apply for a job and 
still be eligible. Look in the 
phone book for job lines: they 
will be listed under the 
personnel office of each 
Individual agency. There may 
be many of these, but pursuing 
this will definitely be worth your 
time. 

Some government jobs will 
require that you take a test to 
shjw you are qualified. If a 
test is required set up an 
appointment to take it- 
Many ICK^al, state, and federal 



government jobs are listed with 
the Rorkla Job Service, if you 
want a federal job, ask to see a 
'Projected Vacancy Listing" and 
get an "Application Request 
F(Km" there, al»>. 

9. Check vt^h your local labor 
unions or agencim to find out 
about job or apprenticeship 
opportunities. To be eligible, 
you may have to become a 
member of their organlzatton. 
Apprentices must have a high 
school education In most 
tradira. For more information. 
(»ntact Rorida'9 Bureau of 
/^tprenticeship, Department of 
i^lK>r. 

10. You may want to consider a 
career with the armed services. 
Ck>ntact l(K:al recruiters. If you 
are a veteran, you can take 
advantage of help offered 
through local veteran's service 
centers, or write or call state 
and federal veteran's 
assistance programs. 

n.Chwk with local community 
organizations that may offer 
information on jobs. These 
organizations include the 
Chamber of Commerce, Urban 
League. Better Busine- s 
Bureau, community actton 
programs, a variety of local 
youth employment and training 
programs, and other community 
service agencies. Usually, 
local anchor county 
governments administer JTPA 
(Job Trail ling and Partnership 
Act) prc^rams. which may offe^ 
job development and/or training 
for qualified people. 



Where To 
For Jobs 

LookAIA 
Career In State 
Qovemment 

Did you icmm that state 
govomments are one of the largest 
single employere? If s true - state 
government employs thousands of 
workers In many kinds of ^bs. 
Ancles of state government 
serve communities in many ways, 
through a variety of programs. 

A state needs to hire people in 
almost all career areas. State 
g^>vemment offers many 
interesting akid challenging career 
oppwtuntties. whether you would 
like to work in a clerical, technical 
or prof^ionai fieki. 

Think about the services state 
agencies offer you and your 
community. 

For example, a variety of 
medical and social services are 
offered through state agencies. 
StEtte government maintains our 
highway system and enforces its 
traffic laws. Each state agency is 
important in making the quality of 
life better for citizens. 

Careers in state government 
offer other benefits. Career 
service personnel programs offer 
paid vacatkin leave, sick and 
maternity leave, a retirement 
system, opportunitiM for additional 
education, and many other 
emptoyee benefits. 

You can find out more about a 
career in state gove^ ment by 
visiting the personnet office of any 
state agency in ^ur area or the 
nearest State Employment Service 
office. 



Look 



Where Are Your 
Qovemment 
Personnel 
Offices? 

LOCAL: (City/County) 

Agency Name: 



Address; 



Phone: 
Notes: . 



INDERAL 

Agency Name: 



Address: 



Phone: 

Person to Contact; 
Notes: 



THE STATE EMPLOYMENT 
SERVICE office nearest to you: 

Address: 



I 
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Registerod 
Apprenticeship 
Programs Can 
Provliie Jobs 
And Training 

Apprentiraship training joins 
on*the-M> exf»rienco ^with job- 
rotated classroom instruction. A 
typical 89>prent{M works with an 
exf^enced journeyman during 
the day and attends a class a 
few nighis a week. Thisfwiod 
of training may last three to five 
years. ^prentiCMhip training 
is a good way to learn a skilled 
trade while earning a wage. 

There are over 700 careers 
you could enter as an 
apprentice. However, your 
competition for a position will be 
tough! 

If you want to become a 
registered apprentice, you must: 

• Be 18 or over 

• Have a high %hool diploma or 
equivalent 

• !I»e physically able to do the 
work of the trade 

• Pass a job aptitude test 

• Be recommended by a selection 
committee 

As an apprentice on-the-job, you 



will: 



Show good job habits (like being 
on time) 

Qo to job-related clas^ 
Have a probationary period 
Shew that you know the trade 
skills ^u were supposed to 



learn (if you do not show those 
skills, you will be kept at the 
same level umii you learn them) 

• Have a chance to move up 
faster than usual by entering the 
program at a higher level 
(becauTO of experience or 
training) or by showing that you 
already have the necessary 
skills for a given level 

• Be given a certificate of 
completion from the Bureau of 
Apprenticeship 

'Look In th9 telephone book 
unctor ^ate Qovemnmnt offkies, 
D^mtntent of Labor, Bureau of 
Apprenticeship 

Using 

Newspaper Want 

AdsToQetJob 

Leads 

Most job seekers look at the 
claislfied ads in their tocal 
nevvspapers to find out atwut job 
openings. Job ads are listed 
alphabetically from *A" to T, or 
are grouped by type of jobs (sales, 
clerical, etc.). 

Read the want ads daily during 
your job search. Read them alt, to 
be sure not to miss a suitable job 
because you kx>ked under limited 
categories. Foitow ad instructions 
to the letter ~ if an ad says 'no 
phone calls", dont call! 



ERIC 



16 



H 



Volunteer To 
Gafai Work 



Volunteers often learn specific 
job skills and gain work 
experience, even though they are 
not paid. Being a volunteer can 
help ^u learn about jobs and 
perh^ even lead to a paid 
position. These suggestions may 
be of help: 

"Candy Striper" • hospitals 
Teacher's aide - schools 
Counselor aide - community 

organization 
Arts and crafts instructor - 
churches, camps and 
community agencies 



Consider Part- 
Time Jobs 

Part-time vrark can give you job 
experience, specialized skills, 
spending money, and perhaps 
lead to a full-time career. 
Remember, part-time jobs require 
all of the same omployability skills 
as fulMime jobs. You must be 
willing to work hard, remain 
interested, be on time, and dress 
correctly. Almost every fieki has 
some kind of part-time work. 
Betow are a few part-time jobs you 
can think atx}ut: 

Baby-sitter 
Car washer 
Cashier 

Delivery person 
Farmhand 

FruitA/egetable picker 
Gas Station worker 
Lawn worker 
Nurses aide 
Sales derk 

Secretary, clerk or typist 
Tutor 

Waiter/waitress 
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Keeping Track 

1. Keeping track of the 
applicattons turn in and 
your interview time is the best 
way to keep on track.. Use 
these suggisstions and create 
your own way to stay on 
schedule. 

2. Keep a job search folder. Put a 
copy of each Job opening 
announcement or 
advertisement in the folder. 
Write on the copy the day you 
applied and what materials you 
turned in with your application, 
include the name and 
telephone number of the 
person doing the hiring. 

3. Keep a calendar. Use a pocket 
or notebook sized calendar. 
Write down each appointment 
you make and the name of the 
person you wilt meet with. 
Include the phone number and 
address. 

4. Keeping a card file of 
information about possible job 
leads helps you stay up-to-date 
on your Job search. Three-by- 
five-lnch cards come In handy. 
You can record the Job lead, 
the name of the employer, the 
type of work and interviewing 
information. 



Hera's A 






ChecMMTo 






Organize Your 




JobSeanm 






HAVE YOU TAKEN 






THESE ACTIONS? YES 


NO 


Assembled the ^documents 






you need? 


□ 




Completed a personal 






facts sheet? 


□ 


LJ 


Written your resume? 


□ 


□ 


Visited the state 






employment service 


□ 




office? 


□ 


If you are in school, have 






you contacted your 






placement office? 


□ 




Identified prospective 






employers? 


□ 


□ 


Talked with family. 






friends, and former 






employers? 


□ 


c 


Read the want ads in local 






newspapers? 


□ 


□ 


Looked in the yellow 






pages of the phone book 






for employers to visit? 


□ 


□ 


Checked bulletin boards in 






schools, businesses, post 






offices, libraries and 






counseling offices? 


□ 


□ 


Visited employers in 






person? 


□ 


□ 


Written letters of 






appiicatton? 


□ 


□ 


Phoned employers to set 






up interviews? 


□ 


□ 




Making Contact 

Contacting 
Pfospectlva 
Employan 

Earlier, wa gave you some ideas 
about getting leads on job 
openings. Now, you may be 
wondering HOW to contact 
employers. Try tfwse ways: 

1. A letter of application is a way 
to apply for a Job out-of-town or 
for a Job that may have many 
applicants. Your letter will give 
the employer a sample of your 
writing ability and help keep 
your name in mind. 




2. A personal visit is one way to 
follow up on a Job lead. It may 
even lead to an interview on 
the spot, so be prepared! 




f 





3. A telephone call can help. 
Phoning can be a good way to 
try to schedule an interview. 



^ESTCOPYAVAIUBLE 



Sample Letter Of Application 



0/00/00 (date) 

Mr. Thomas Wilson 
Personnel Director 
Scott Architectural Firm 



Dear Mr. Wilson, 

I am interested in applying for the drafting 
position you advertised in the Pensacola 
Tribune. 

I have recently completed a certificate 
program in drafting technology at Washington- 
Holmes Vocationa? -Technology Center. While 
I was in school, I worked part-time as a 
copy carrier, where I learned the basics of 
good design and how to work effectively 
with others. I believe this work experience 
and my program in drafting have given me 
the skills and background you may be looking 
for in a drafting assistant. 

I jan be reached at my home address and can 
come to Pensacola for an interview at your 
convenience. 



Sincerely, 




Sharon Cooper 
1003 Lake Road 



Chipley, Florida 32428 
(90A) 555-1212 



Writing Utters 
Of Ap^lcaMon 

For some Jobs, an introductory 
tett*f or latter of appllcatton may 

iho best way to appty for a job. 
Your letter should Include enough 
information to interest an employer 
without repeating what is in your 
resume. H should h&v9 an 
introduction that introduces you 
and explains how you found out 
about the Job opening, a main 
body that tells an employer why 
you feel you are qualified for the 
Job, and a closing that states when 
you would be available for an 
interview. 

Keys to Writing Good Letters of 
Application 

• Use correct grammar, spelling, 
and punctuation. 

• Addr^ your letter to a specific 
person. Call the company and 
ask for the personnel director or 
department head's name. 

• State exactly the kind of job you 
wfiuit and why ^u are applying 
to that employer. 

• Be clear and concise. 

• Enclose your resume. 

Remember, this letter is your 
first comact with a prospective 
employer. Make a good first 
impr^tonl 

Ptioning About 
AJob 

• Have in mind what you want to 
say before you call. 

• Have your paper and pencil 
ready. 

• Speak clearly and confidently. 

• Make sure they can hear youl 
Talk stowiy and k>ud enough to 
communicate effectively on the 
phone. 

• Ghw your nisme, the Job 
opsnhig. and how you found out 
about the Job. 

• TeH the emptoyer a littie about 
yourself, your Job skills, and 
your education. 

• Try to keep from being 



interviewed over the phone. 
Yotff 90tSi is to get a person^ 
person Inteiview. 

• if you are offered an interview, 
be mire to get correct 
infcmnatlon cm the place, time, 
date, and name of the person 
wrtio will be interviewing you. 
Write this down. 

• Usten carefully! 

• Thank ttte person ^ have 
spoken to for hla/her time and 
Information. 

• f^ize that you may not be 
aaked to come in tor an 
interview every time you make a 
call. Keep trying. 

VMUng 

Proipeclive 

Employera 

Some job announcements say to 
come in person or that no phone 
eaito will be accepted. Going in 
person to visit an employer is one 
of the bosn ways to apply for a 
position. This approach can be 
used with emptoyers you would 
like to work for, even though they 
may m>t have listed any Job 
openings. Sometimea Jtrt> 
opening have not yet been 
advertised. Some people have 
gotten a Job using this method 
because their interest and initiative 
impressed an emptoyer. However, 
before you go, there are a few 
thir^ to conskter... 

• Go atone. Never take a friend 
or relative. Bringing others 
shows that you lack self- 
oonfidence. 

• Make sure you are dressed 
appropriately for the Job you are 
seeking. A good guideline to 
fdUow: dress as if you were 
going to work right after the 
interview. 

• You wHI probably be asked to fill 
out an appHcttton. Take copies 
of your resume with you. 

• You couto be Intetv^mod on the 

so be prepared. Practtoe 
your intervfewtng akHls with a 
friend. 
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When you arrive... 

Check to m if there Is a 
pereonn^ department. If not, 
ask to speak to the manager, 
department head, or owner. 
Identify yourself by giving your 
name, your training tmckground, 
where you rs<»tved your 
training, and your past/current 

^%e empioyer a little aboun 
yourself and your job skills. 
Let the employer know you are 
interested in applying for a job 
you would be qualified to do. If 
no jobs aie currently available, 
ask if you can fill an application 
in case something becomes 
available. 

Before you leave, ask when it 
would be best to check back. 
Be sure to get the name of the 
person you should speak to 
about the job openings. 
Remember to thank the people 
you spoke to for their time and 
consideration. 
* Dont be discouraged if you 
don't get an interview. Keep 
going. 




Fining Out 

Appiteatkm 

Fofins 

Most employers will ask you to 
complete an application form. The 
pufpo^ of the application is to 
giva the employer information 
atXHJt you so she or he can 
determine if you are right for the 
job. it is important that this 
informatton be correct. up-to^Jate, 
and romplete. in many situations, 
your apfriication gives an employer 
a first impresston of you. It tells 
him/her of your interests, work 
experience, training, and personal 
background. First Impressions are 
Important! So, before you 
complete a job application, be sure 
to review these helpful hints... 

• Most employers prefer ink, so 
take a pen with you and read 
each part of the e^splication 
carefully before trying to answer 
any questions. 

• Print neatly, .oltow instructions, 
and watch your spelling. 

• Take your personal facts sheet 
with you. Much of the 
information on this sheet will be 
asked for on the application. 

• Give infonnation on all items 
that apply to you. Do not leave 
any item blank. Put "does not 
appl^, "none", or "n/a" (not 
applicable) in any blank that 
does not apply to you. 

• Before you return the 
application, check it over 
carefully for any errors or 
incomplete entries. 

• Be sure to sign and date the 
appticatksn. 

Completing a job application Is 
notdifftoutt. It just takes time and 
a tittle effort to make it complete, 
accurate and neat. 
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Intervlewtng For 
A Job 

The purpose of a job inteiview is 
to allow the potential employer to 
find out more about you and for 
you to find out more about the 
employer. 

Interviews may be conducted by 
more than one indMduai. Often 
an interview team wilt be 
appointed and each member of the 
team will a^ questions. 
Sometime tiie team will have a 
set of questtons and then the 
individual team members wilt each 
ask a question. Remember that 
an interview is hard for everytxxly. 
so keep Mnfident and do your 
best. 

Tl|» For A 

SuocMshd 
Interview 

Hmm tn ■ few tipe to help you 
get reedy for your Mervfew. 

• Bring extra copies of your 
resume. 

• Know something about the 
com^mny that you are going to 
interview with. 

• Make a Ust of questions to ask 
the interviewer. 

• Dress appropriately for the job 
you are intervtowing tor. 

• Go alone. 

• Take a pen, i^ncit and some 
paper to write down any 
dirsctlons or notes the 
interviewer gives you. 

Ran to go early for your 
interview since unexpected last 
minute problems can make you 
late for your appointment. Be sure 
you know the addr^ of the 
company and the name of the 
interviewer. Qive yourself plenty 
of time to get fo the office. Tryfo 
anive at least ten minutes early. 

It is knportant that you use your 
best manners and be pleasant to 
everyone in the Intervfower's office. 
Good manners create a good 



imprasskm of ^u. When you 
arriw for ^ur interview, toil the 
receptionist who you are, why you 
are there, and what time your 
ai^ntment is scheduled. 

Decide in advance what you're 
going to say about your^f and 
how you are going fo say it. By 
doing this, you will show the 
interviewer that you are serious 
eiwu^ atx}ut the job to have 
gi\^n tftought to the interview. 
Intervieiii«rs ars more likely to hire 
applicants who have prepared 
tiiemrohws for their intervievra. 

When you are called info the 
interviewefs offk». greet the 
interviewer by name if you know it 
and can pronounce it corrm:tly. If 
the intervieww offers fo shake 
hands, do so with a finn, steady 
grip. Doni sit down until you ar« 
asked fo. 

Let the inforviewer take the lead 
in the discusston. Respond to the 
interviewr's que^ons by 
speakii^ loudly enough fo be 
heard and siowty and clearly 
enough fo be understood. Avoid 
ansvraring qu^ons with just a 
yes or no. Insfoad. give a short 
explanation. Also, look at the 
intervimiver when you are talking 
and when you are listening. 

Try fo stay calm during the 
interview. The interviewer will 
undw^and if you're a little 
nervous, but don't get upset. Doni 
chew gum or smoke even if the 
interviewer offors you a cigarette. 

Wafoh the imerviewer for signs 
that the interview is almost over. If 
she or he hands you an applicatfon 
form fo fill out. take it and wait 
until the interview is over t^fore 
you fill it out. Make sure you 
thank the interviewer for the 
intervfow, and ask when you can 
expect fo hear t>ack from the 
company. 




Your Turn 



Anytime you're in an interview, 
ask questions. You should find 
out about ttie job from the 
interviewer. Be sure to get the 
following information about the job: 

• the kind of job (duties to be 
performed) 

• the job requirements (training 
and work experience necessary) 

• chances for advancement 

You can discuss pay, fringe 
benefits and other such details 
once youVe been offered the job. 

Hints On 

Open-Ended 

Questions 

An open-ended question can be 
a golden opfKsrtunity. Be sure to 
take advantage of it. 

Be brief. An employer doesn't 
want, or need, every detail of your 
thinking. Keep it short and to the 
point 

Be positive. Application forms 
with open*ended questions give 
you a chance to »ll yourself. You 
can mention details that are 
important for the job that the rest 
of the form seems to have 
overlooked. 

interviewers often ask open- 
ended questions. Application 
forms may also ask these 
questions. Use the same strategy 
in answering either. You may ruin 
your chance if you answer in a 
negative way. if you were an 
employer, what would you think if 
an applicant wrote. "I have no idea 
what kind of work I'm best suited 
for. i think I would like sales work, 
but assembly-line work might be 
just as good." "HI take any salary." 
"I need work desperately." "My 
last job bored mef Would you 
hire that applicant? 

Lefs took at sample open-ended 
questions that you may find on an 
application fonn. 

• "Positions applied for?" 



• "What tipe of work would you 
like?" 

Be sure to list only one or two 
job cat^ories. If you know of a 
particular job that an employer has 
avaitabte. name that job. An 
applicant who is intere^ed in one 
or two jobs for which she/he is 
qualified has a better chance wf 
getting hired than an applicant 
who will take just any job. If you 
have the skills for more than one 
job, you may want to bring that out 
in the interview, but dont overload 
your application form. 

• "Why do you think you are 
qualified for this job?" 

• "List your qualifications for the 
position." 

List only a few important 
qualifkiations, the ones that you 
think would be the most useful for 
the job you want. Be sure to 
mention the abilltes, interns, 
training, and experience you have 
that would be particularly useful on 
that job. Try to make your short 
list neither tx>astful nor too 
modest. You have some 
qualifications, or you wouldn't have 
decided to apply. Let the 
employer know about them. 

• "What is your long range career 
goair 

• "How will this job further your 
career?" 

• "What are your long range 
plans?" 

A short answer here may save 
you some headaches. Write down 
what you want to be in the future, 
if ^u know. For example, you 
might say athletics coach, nurse, 
or librarian. Be sure your goal is 
realistic. You have no way of 
knowing before you are hired that 
^u can eventually t>ecome 
"President, the RICH Corporation." 

• "How much money do you 
expect to make?" 

• "What is the minimum salary 
you would consider?" 

• "Minimum salary: " 

State the lowest rate of pay you 
are willing to accept. A good rule 



of thumb is to find out what the jcb 
pa^. You can tell from wanx ads 
how much other companies are 
paying for similar jobs. Sometimes 
your friends with the same kind of 
job can tell you what to expect. 
Sometimes you can ask for more 
than the starting salary, but only if 
you haw some experienra in that 
type of work and if your 
qualifications are very good. 

Be realistic. Unrealistic requests 
may indicate that you are not 
familiar with the job or have 
unrealistic expectations and this 
may eliminate you from a job. 

• "Reason for leaving" 

Be honest, but be positive. 
Instead of saying, "I hated the job." 
say "I wanted a more interesting 
job.' Avoid saying that you 
couldn't get along with your co- 
workers or refused to do the work 
you were askmJ to do. If you left 
becauM your boss was unfair to 
you, donH say that. Just say that 
you Wfe unhappy in your last job 
and that you would like a more 
challenging job. 

• 'Have you ever bean discharged 
from a job or forced to resign for 
misconduct or unsatisfactory 
service?" 

• "Have you ever been fired? if 
yes. explain." 

If you resigned, or were laid off, 
or were asked to resign, answer 
"no." But if you were fired, answer 
"yes" and explain why. 
Remember: dont complain about 
your former emph)yer or the work 
you did or anyt)Ody you worked 
with. In th^ da^ of rapid 
changes, many people have been 
fired. Be honest but positive in 
your response. 



The bitmvlawer's 
Qirasliom 

What kinds of questions will 
interviewers ask you? How should 
you answer? No two interviewers 
are alike. Here are some general 
rules to follow when you are 
answering the interviewer's 
questions. 

• Tell the truth. 

• State the facts atx>ut yourself 
briefly. 

• Have a positive attitude. 

Don*t be surprised If the 
interviewer may ask a few 
unexpected questions such as, 
"What can this company do for 
you?" or. Tell me a little about 
yourself." Be ready for these 
questions. Think before you 
answer. 

Here is a list of general 
r j^ions that interviewers may 
..sk. Use it to prepare yourself for 
an interview. As you read the 
qu^ions, think about how you 
would answer. 

Personal 

• What did you like best about 
your prevkjus job? 

• Least? 

• What do you consider to be 
your strong points? 

• What do you feel are your areas 
of weakness? 

• Where do you plan to be, 
prof^ionally, in five years? 
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After You Apply 

Your Follow-up Uttor 

Before you leave the interview, 
you should thank the interviewer 
for spending time with you. If you 
are offered a jot) during the 
interview, be sure to thank the 
interviewer and let him/her know 
that you will do your on the 
new job. If you aren't sure 
whether to accept the iob. ask the 
interviewer if you can call back 
with your answer in a day or two. 
(Be sure to say exactly when you 
will call.) 

Sometimes you will receive a 
letter or phone call offering you the 
job Mverai days after the 
interview. If you are offered a 
position by mail, intact the 
empfoyer right away. 

if you want the job, say ^. If 
you dont want the job. 
immediately tell the employer that 
you are no longer inter^ted. 

if at any time ^u accept another 
job, let the interviewer know. The 
empfoyer who interviewed you will 
be pleased that you let him/her 



Mr. Andrew Smith 
Engle's Roofing Conpany 
1300 Palafc9c Street 
Pensacola, FL 32502 



Dear Mr. anith: 



know that you are no longer 
interested in the job. That way the 
intervionw can quit counting on 
you as being Interested in that job. 

If you sense immediately after 
the interview that you will not be 
offered the job, think about what 
w«it wrong and use this 
Infomnatton to help you do better in 
^ur next interview. Keep in mind 
that not all job interviews are 
successful. 

In any case, it is a good idea to 
write a follow-up letter. This is a 
letter which: 

• Thanks the interviewer for 
talking with ^u about the job. 

• Tells the inten^lewer you are 
interested in the job. 

• Tells the interviewer that you 
think you are qualified for the 
job. 

The empl(^er will appreciate 
your thoughtfuiness, and you may 
even get the job because of your 
follow-up letter. 

Look at the sample follow-up 
letter on this page. Follow up 
letters should be typed or written 
neatly in ink. 



619 Appleyard Way 
Pensacola, FL 32503 
May 15, 1990 



Itiank you for tte interview on Friday. The clerk- 
typist position that we discussed interested tne greatly. 
My typing speed of 50 WFM and my filing skills seem 
to be jusc v^t you are locking for, and I lode forward 
to hearii^ fron you. Tliank you again for your time 
and consideraticxi. 

Sincerely, 



Fien^ Page 
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Getting An Offer 

What should you think atxiut 
t>efore you say "yes?" Here's a list 
of factors to consider before you 
accept a job. 

• Hours: How many hours will you 
be required to work each week? 
Will they be at night or in the 
daytime? How about 
weekends? 

• Amount of pay: How much will 
you paid? How often? 

• Kind of work: What duties will 
you perform? Will you enjoy the 
work? Is it something that you 
can do day after day? 

• Fringe benefits: This means the 
extras like insurance, vacatton 
and sick leave, and retirement. 
Rnd out exactly what fringe 
benefits are offered. Good 
fringe benefits can sometimes 
make up for a low salary. 

• Advancement: Can you work 
your way up to better jobs with 
the company? 

• Training: Does the job offer a 
chance to get more training or 
to learn any special skills? 
Does it fit into your career goal? 

• Work environment: Do you think 
you can be happy working for 
the company? Is your place of 
empk)yment pleasant? Are 
working conditions safe? 

• Location: How long wilt it take 
you to get to work? Will you 
have a transportation problem? 

You can see that there's more to 
a job than just money. All of the 
items listed are important to 
consider before you say 'Ves." 
You owe it to yourself to think 
carefuHy before you accept a job. 

Onoe You're On 
The Job, What 
Comes Next? 

Once you get the job, how do 
you make sure you keep it? Avoid 
the following: 

• Frequently missing work 

• Arriving late for your job 



• Letting your personal problems 
affect your work 

• Blaming co-workers for your 
mi^akes 

• Df^ng personal errands or tasks 
during work hours 

• Ignoring safety rules 

• Constantly complaining about 
anything associated with your 
job 

• Taking problems to higher 
management other than your 
imm»jiate supervisor 

• Alwnys making excuses when 
problems arise 

• Being extremely critical of your 
supervisor or co-workers 

• Breaking company rules and 
policies 

• Expressing anger when your 
work is constructively critized 

Qw>6 work habits will assure 
^ur success. Keep these 
suggesttons in mind: 

• Attend work on a regular basis 

• Arrive earlier than is expected 

• Be courteous and cooperative 
with your co-workers 

• Be proud of your work and do 
the t^st ycti csn 

• Show r^»spect for your 
supervisor 

• Be sensitive and understanding 
of your co-workers feelings 

• Do more work than is expected 
of you 

• Let your supervisor know of 
your prepress 

• Listen carefully to instructions 
given to you by your supervisor 

• Communicate with your co- 
workers and supervisor in a 
positive and constructive 
manner. 

Rndlng a first job is the start of 
your adult life and the beginning of 
your work experience. Keep 
going, even when you may feel 
discouraged - every application 
you make and every interview you 
finish will bring you closer to the 
job you want. 
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FaHlns To Get A Job 

Sometimes people have e hard time getting johs. This is 
especially true if they have trouble during their Interviews. Why 
do people fail to get jobs? Here are a few points to consider: 



StHI looking for a job? 

They dont check out all 
possible sources of 
employment and keep 
checking as many times 
as necessary. 

They try to get jobs that they 
are not qualified for. 

They dont follow up all 
leads promptly. 

They look for only one kind of 
job and ignore many others 
they're qualified for. 

They dont know how to write 
a .'esume or folh>w-up letter, 
how to phone for job 
information, or how to act 
during an interview. 

They dont take all the tests 
they can to qualify for a job. 



Try this. 

Keep ^ur eyes and ears open. 
Li^t everyone know you're 
job hunting. 



Know yourself and 
be practical 

Dont put off looking. 



Be flexible. 



Add b£»ic job-hunting skills to 
your work skills. 



For a starter, take Civil 
Service, aptitude, and other 
vocational tests. 



They dont plan for 
their careers. 

They wait for someone else to 
find them a pb. 



They dont plan their 
job search. 



They give up when they dont 
find a job right away. 



Get the training you need for 
the job you want. 

Dont rely t<X) much on 
agencies, friends, or 
employers who promise to call 
you "if anything comes up." 

Know everything you can 
aoout youn»lf. yoi>r skills, the 
business you apply to. and the 
jobs thut are open in your 
town. 

Try everything you can to 
okitain a job. Dont give up 
looking until you find a job you 
will be happy with. 
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